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FROM:      CastleRock Agricultural Enterprises, Inc. 

TO:            Cannabis Control Commission 

DATE:        November 23, 2019 

RE:             Plan to Remain Compliant with Local Zoning 

 

PLAN: 

CastleRock Agricultural Enterprises (CastleRock) will establish and operate a Tier 11 outdoor cultivation 
facility at 257 Walnut Hill Road in Barre Massachusetts.  The Town of Barre Zoning Map provides that 
property is located in the R80 Zoning District.  CastleRock will comply with all local zoning requirements, 
including specifically, those contained in the Code of the Town of Barre, Chapter 140, Zoning, Section 
11.2, Adult and Medical Marijuana and Marijuana Establishments, which allows for outdoor cannabis 
cultivation in the R80 Zoning District, by special permit, under the granting authority of the Planning 
Board.  Prospectively, CastleRock will comply with the Code of the Town of Barre and Massachusetts law 
to secure a special permit and also a local operating license from the Town of Barre Board of Selectmen.  
CastleRock executives shall meet regularly and also on request, with town officials to ensure continued 
compliance with Chapter 140-11.2 and any and all other applicable bylaws and regulations.  CastleRock 
President Thomas Egan lives at 257 Walnut Hill Road and will assume ultimate responsibility for ongoing 
compliance. 



PLAN TO POSITIVELY IMPACT AREAS OF DISPROPORTIONATE IMPACT 

CastleRock Agricultural Enterprises, Incorporated (CastleRock) 

Application MCN282454 

 

GOALS 

To assist in breaking cycles of crime and poverty by providing financial assistance to people pursuing 
post-secondary vocational training, or higher education at two and four-year colleges and universities. 

 

PROGRAM 

Castlerock shall establish, fund and administer a scholarship program supporting: 

1. Past or present residents of geographic areas of disproportionate impact as defined by the 
Cannabis Control Commission. 

2. Massachusetts residents who have past drug convictions. 
3. Massachusetts residents with parents or spouses who have drug convictions. 

CastleRock shall form a committee to review applications and award scholarships.  The committee shall 
consist of five members: one CastleRock executive, one non-managerial CastleRock employee and three 
members from populations or geographic areas of disproportionate impact. 

CastleRock shall publicize the scholarship program with local school districts, colleges and universities in 
central Massachusetts including but not limited to Worcester Public Schools, Quabbin Regional School 
District, Becker College, Clark University, Holy Cross, Mt. Wachusett Community College, Quinsigamond 
Community College and WPI.  Applicants may self-refer or be directed to our program by educational 
institutions.  CastleRock shall request that applicants submit a brief application documenting their 
membership in one or more of the three groups of residents noted above, along with a short essay 
describing their goals and how their education will benefit them and their communities.  A brief 
interview with the selection committee is desired but not mandatory.  Scholarship monies may be paid 
to an educational institution accredited by the New England Association of Schools and Colleges 
(Commission on Institutions of Higher Education- “CIHE”, and or Commission on Technical and Career 
Institutions- “CTCI”) , or directly to the recipient, at the discretion of the selection committee and 
dependent on the individual recipient’s situation.  Recipients shall need to provide proof of admission 
and matriculation prior to distribution of funds.  The number of scholarships will vary each year, 
depending on the number of applicants, their demonstrated need, and funds available.  

CastleRock shall commit 2% of previous year’s gross revenue to the scholarship fund each year, 
beginning in CastleRock’s second year of operation. In the unlikely event that not all funds are 
distributed in a given year, remaining funds shall roll over into the following year’s fund. 

 

MEASUREMENTS 



CastleRock shall provide scholarships to at least three recipients per year, beginning in CastleRock’s 
second year of operation.  CastleRock shall provide to the Cannabis Control Commission or its designee, 
on an annual basis, CPA-certified gross revenue figures, names and contact information for scholarship 
recipients and their scholarship amounts, and the names of the educational institutions they attend.  
CastleRock shall provide an initial progress report to the Commission no later than 1 year from 
provisional licensure. 

CastleRock shall advertise the scholarship on a monthly basis, starting at the beginning of the second 
year of full operation.   

 

ACKNOWLEDGEMENTS 

CastleRock will adhere to the requirements set forth in 935 CMR 500.105(4) which provides the 
permitted and prohibited advertising, branding, marketing, and sponsorship practices of Marijuana 
Establishments. 

Any actions taken, or programs instituted by the applicant will not violate the Commission’s regulations 
with respect to limitations on ownership or control or other applicable state laws. 
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CastleRock Agricultural Enterprises Incorporated 

 

Plan For Obtaining Liability Insurance Coverage 

 

CastleRock Agricultural Enterprises Incorporated (CastleRock) shall obtain liability insurance in 
compliance with 935 CMR 500.105(10)(a).  The policy shall provide general liability insurance coverage 
of no less than $1,000,000 per occurrence and $2,000,000 in aggregate, and product liability insurance 
coverage of no less than $1,000,000 per occurrence and $2,000,000 aggregate, annually.  The deductible 
shall be no more than $5,000 per occurrence. 

CastleRock also anticipates securing Directors & Officers coverage at prevailing rates.  CastleRock shall 
also secure commercial vehicle insurance including enhanced coverage for optional bodily injury, at 
prevailing rates, for any vehicles owned and operated by CastleRock. 

CastleRock shall retain the services of a professional insurance agent and legal counsel, to review and 
adjust insurance coverages from time to time to ensure ongoing compliance with Cannabis Control 
���}�u�u�]�•�•�]�}�v���Œ���P�µ�o���š�]�}�v�•�U�����v�����š�}���������‹�µ���š���o�Ç���‰�Œ�}�š�����š�������•�š�o���Z�}���l�[�•�����•�•���š�•�����v�����‰���Œ�•�}�v�v���o�X 

 



CastleRock Agricultural Business Plan 
 

The Company 

CastleRock Agricultural�U���/�v���X���~�^CastleRock�_���}�Œ���^���}�u�‰���v�Ç�_�•��was formed to develop, own and operate a 
Tier 11 outdoor cannabis cultivation facility to be located at 257 Walnut Hill Road, Barre, Massachusetts 
01005.  We aim to preserve the undeveloped nature of our land by farming a small portion of it, using 
environmentally friendly, sustainable methods to provide wholesale cannabis to licensed retailers, 
manufacturers and processors in Massachusetts.  With the adoption of an adult use law in 2016, the 
company no�Á���•�����l�•�������o�]�����v�•�����]�•�•�µ���������Ç���š�Z�����D���•�•�����Z�µ�•���š�š�•�������v�v�����]�•�����}�v�š�Œ�}�o�����}�u�u�]�•�•�]�}�v���~�^�������_�•���š�}��
allow participation in the adult use market. 

 

Management 

Key members of the management team include: 

Tom Egan, CEO 

Larry Manekin, CFO 

 

Operations 

CastleRock �Á�]�o�o�������}�‰�š�����v�����u���]�v�š���]�v���•�š���v�����Œ�����}�‰���Œ���š�]�v�P���‰�Œ�}�������µ�Œ���•���~�^�^�K�W�•�_�•�X���d�Z�����^�K�W�•���Á�]�o�o�����}�v�(�}�Œ�u���š�}��
Massachusetts law and regulation, and shall control the performance and activities of all CastleRock 
management, visitors, contractors and staff. At least annually, CastleRock will review and assess the 
SOPs, and will revise such SOPs in order to conform company performance to the applicable regulations 
and industry best practices. 

Company operations will occur at 257 Walnut Hill Road, Barre, Massachusetts 01005, on a secure 8-acre 
parcel deep within a heavily wooded 134-acre property.  Total mature marijuana canopy will be 100,000 
square feet (1.7 % of the total property land area).  In addition to the core activity of cultivation, drying, 
trimming, and packaging of marijuana for wholesale will occur on site.  In accordance with its 
commitment to environmentally friendly, sustainable agriculture, CastleRock hopes to meet its energy 
needs with onsite, renewable sources such as small scale solar or wind power.  Water needs will be met 
by well(s) drilled within the site.  The company will employ industry best practices to produce organically 
grown, pesticide-free, top-quality cannabis.  CastleRock is in its essence, a farm.  As such, its hours of 
operation will vary, with the seasons, the life cycle of the plant, and production phases, but will be at all 
times subject to local approval. 

 

 

 



Revenue Projections 

 When fully operational, CastleRock projects gross revenues of $2.5M - $10M annually, dependent upon 
multiple factors including but not limited to, risks inherent to outdoor agriculture, quality and quantity 
of cannabis produced in a given growing season, and variations in in the wholesale market price for 
cannabis. 

 

Growth Projections 

CastleRock is focused on becoming a successful Tier 11 Outdoor Cultivator and has no current plans to 
seek licenses in other categories/ areas of the cannabis industry. 

 







CastleRock Agricultural Enterprises Incorporated 

Maintenance of Financial Records  

 

CastleRock will provide proof that policies were followed or activities performed, to the CCC. 

We will demonstrate processes and procedures are being conducted as required. 

Record will be in both hard copy (printed) and electronic (digital) format. Records will be stored in a 
safe, secure location with offsite backup for electronic records. 

 

 

Record to be kept 

1. Evidence of Income and Expenses 

2. Full Accounting System including Income Statement, Balance Sheet and Cash Flow 

3. Annual audit by Certified Public Accountant with results/ findings furnished to appropriate state and 
local government officials on request. 

 

Financial records will include: 

�x Monetary transactions, monthly bank and credit card statements 
�x Invoices and bills 
�x Sales records including quantity, form and cost of marijuana products 
�x Assets and liabilities 
�x Payroll processing documents 
�x Salary and wages paid to each employee, or stipend, executive compensation, bonus, benefit, or 

item of value paid to any persons having direct or indirect control over the marijuana 
establishment 

�x Receipts for expenses 
�x Bank transactions 
�x Bank deposit slips  
�x Purchase orders 
�x Cancelled checks 
�x Expense reports  
�x Petty cash slips 
�x Taxes paid, and corporate federal and state tax returns 

 

 



What is not included 

The examples provided are not exhaustive. Any other records not listed will also be maintained. 

 

Roles and responsibilities 

Financial records will be kept by the CFO.  

 

 

 



CastleRock Agricultural Enterprises Incorporated 

Quality Control and Testing 

 

CastleRock shall not employ pesticides or prohibited plant growth regulators in its cultivation process. 
CastleRock will employ quality control and testing procedures at all times compliant with 935 CMR 
500.160 . 

All Production Batches shall be tested by a licensed Independent Testing Laboratory in accordance with 
the provisions of 935 CMR 500.160(1) and (2).  No marijuana shall be sold or otherwise marketed for 
adult use that has not first been test by an Independent Testing Laboratory and deemed to comply with 
the standards required under 935 CMR 500.160.   CastleRock shall have a written policy for addressing 
unfavorable laboratory results, which will comply with 935 CMR 500.160(3).  All excess marijuana and 
any marijuana which fails testing and cannot be remediated, will be destroyed, in a manner compliant 
with 935 CMR 500.105(12). 

CastleRock shall ensure that only the leaves and flowers of the female marijuana plant are processed 
accordingly in a safe and sanitary manner as prescribed below: 

 Well cured and generally free of seeds and stems; 

 Free of dirt, sand, debris and other foreign matter; 

 Free of contamination by mold, rot, other fungus, and bacterial diseases; 

 Prepared and handled on food grade stainless steel tables; and 

 Packaged in a secure area. 

All CastleRock agents whose job includes contact with marijuana are subject to the requirements for 
food handlers specified in 105 CMR 300.000. 

Any agent working in direct contact with marijuana shall conform to sanitary practices while on duty, 
including: 

 Maintaining adequate personal cleanliness; and 

 Washing hands appropriately. 

Hand-washing facilities shall be located in production areas and where good sanitary practices requires 
employees to wash and sanitize their hands. 

There shall be sufficient space for placement of equipment and storage of materials as is necessary for 
the maintenance of sanitary operations. 

Litter and waste shall be properly removed so as to minimize the development of odor and the potential 
for the waste attracting and harboring pests. 

Floors, wall and ceilings shall be constructed in such a manner that they may be adequately kept clean 
and in good repair. 



All contact surfaces shall be maintained, cleaned and sanitized as frequently as necessary to protect 
against contamination. 

All toxic items shall be identified, held, and stored in a manner that protects against contamination of 
marijuana. 

Water supply shall be sufficient for necessary operations. 

Plumbing shall be of adequate size and design and maintained to carry sufficient quantities of water to 
required locations throughout the establishment. 

CastleRock shall provide it employees with adequate, readily accessible toilet facilities. 

Storage and transportation of finished products shall be under conditions that will protect them against 
physical, chemical and microbial contamination. 

CastleRock shall notify the Commission within 72 hours of any laboratory testing results indication 
contamination if contamination cannot be remediated and disposal of the production batch is 
necessary. 



 
CastleRock Agricultural Enterprises Incorporated 

Qualifications and Training 

 

Owner/Member, Officer, Employee and Contractor Requirements 

 

Responsibilities 

The Chief Executive Officer (CEO) is responsible for maintaining Standard Operating Procedures (SOPs) 

 related to Qualifications and Training.  The CEO will manage all owner and officer records required by  

the SOPs.  The Human Resources Director will manage all employee records required by the SOPs. The 

Chief Operating Officer (COO) will manage all contractor records required by the SOPs.  All owners, 

officers, employees and contractors are responsible for strict adherence to SOPs and reporting any 

compliance questions or issues to the CEO or their supervisor. 

 

Policies and Procedures 

General Qualifications 

All owners (as defined in regulations), executives, managers, employees, and contractors shall be 

 registered Marijuana Establishment Agents, fully vetted in compliance with 935 CMR 500.030, be 

 determined suitable for registration consistent with the provisions of 935 CMR 500.800, 935 CMR  

500.801 and 935 CMR 500.802, be at least 21 years of age and be free of a criminal background 

 including, but not limited to, open or unresolved criminal proceedings, or convictions in the past for: 

 a. Any offense in the Commonwealth or Other Jurisdictions involving distribution of controlled                                                                                                                       
substances to minors;   

b. Use, possession or distribution of drugs or toxic compounds; excluding conviction solely for a 

     Marijuana-related offense or solely for a violation of M.G.L. c. 94C § 34; 

c. A crime involving violence; 

d. A crime involving use of a firearm; 

e. Theft or fraud; 



f.  Registered Sex Offender; 

g. Any other background information determined by the Commission to represent a risk to the health, 

    safety or welfare of the public or other Marijuana Establishment Agents. 

 

No owner, employee or Agent of an Independent Testing Laboratory shall be employed by or otherwise  

 affiliated or associated with CastleRock. 

 

Reporting Requirements 

In compliance with 935 CMR 500.801(3) and 935 CMR 500.802(3), all persons associated with CastleRock  

must notify the Commission in writing, and also their manager or supervisor, within ten days of any  

arrest, criminal charge or conviction of an offense that would result in a presumptive negative suitability  

determination or mandatory disqualification under 935 CMR 500.801. The manager or supervisor must 

 immediately notify the Human Resources Director or COO.  The Human Resources Director or COO must  

confirm appropriate notice by the associated person to the Commission and remediate any failure to 

 report as soon as possible.  Per 935 CMR 500.030(4), CastleRock shall notify the Commission no more 

 than one business day after a Marijuana Establishment agent ceases to be associated with CastleRock.  

CastleRock shall also notify the Commission as soon as possible (no later than 5 days) of any changes to 

 the information it was previously required to submit to the Commission, or after discovery that a 

 Registration Card has been lost or stolen, in accordance with 935 CMR 500.030(6). 

 

Training Required 

Purpose 

All employees must be properly trained to safely and accurately perform their job duties in 

compliance with SOPs and with 935 CMR 500 and all other applicable state and local laws and 

regulations. 

 

Responsibilities 

The CEO will oversee compliance with the SOPs and the applicable laws and regulations. 

The Human Resources Director is responsible for the administration of all required training. 



Managers and supervisors are required to ensure all employees and contractors receive retraining 

as needed. All employees and contractors are responsible for demonstrating proficiency 

in all activities performed and requesting training or re-training as needed for their performance. 

 

Policies and Procedures 

1. All SOPs must detail required training. The Human Resources Director will administer or 

arrange for and manage all required training. The CEO will oversee compliance with the 

SOPs and applicable Regulations. 

2. Managers and supervisors are required to ensure SOPs are adhered to by all 

employees and contractors at all times and identify training deficiencies. 

3. All employees and contractors are responsible for demonstrating proficiency in all 

activities performed and requesting training or re-training as needed for safe and successful 

performance of their job duties. 

 

Staffing and Training policies dictate the processes the company will use to manage human resources to 

provide the highest quality cannabis products while acting in compliance with federal, state and local 

laws and regulations. The CEO in coordination with the Human Resources Director is responsible for 

maintaining and updating the policies, which will ensure that CastleRock has sufficient staff possessing 

the correct skill-sets and experience needed to ensure the success of all operations. CastleRock 

encourages personal growth, development, and empowerment for its Agents. All Agents are encouraged 

to provide input and suggest new policies and processes. 

 

Training 

All new hires will be required to go through a training period. Probationary Agents will be advised of all 

employment policies, the life cycle of cannabis and its growth process and the proper procedures to 

employ while performing their duties. Educational training will consist of presentations given by the 

executive staff and Department Managers, along with outside consultant trainers as indicated.  The 

presentations will be supplemented with hands-on training to demonstrate the material included in the 

presentations. All Agents will go through additional training with their Manager based on the 



employment role. 

 

Being in an industry that is constantly changing requires companies to be aware of recent market 

developments and trends throughout the industry. CastleRock will take a proactive approach to 

continually provide progressive training and interactive learning to our Agents. This will be conducted 

both on site but may also occur off site, electronically and telephonically when necessary. By exposing 

Agents to constant training and developments, CastleRock values its Agents and aims for high retention 

rates. 

Training allows Agents to learn required processes and procedures to take on additional responsibilities 

throughout the course of their employment with CastleRock. The opportunity for advancement will 

encourage the retention of our Agents. 

Our collaborative training program is designed to educate Agents on best practices for maintaining  

personal safety and the safety of CastleRock’s products, including comprehensive emergency and 

incident management training. Training sessions may include virtual web collaborations, on-site training 

in existing operations, and OSHA Occupational Safety Training. 

 

Agent Training 

No Agent or consultant may work on-site before receiving orientation training or when any required 

critical training is four weeks or more past due. The Human Resources Director will ensure each Agent is 

provided all relevant and adequate training. All owners, managers and employees of CastleRock shall 

successfully complete a Commission-certified Responsible Vendor Training Program initially and 

thereafter on an annual basis as required by 935 CMR 500.105(a) and 935 CMR 500.105(b).  Other 

training will be tailored to the roles and responsibilities of the job function of each Agent and at a 

minimum must include training on confidentiality, security controls, emergency response protocols and 

Massachusetts state and local laws and regulations as well. 

Each Agent will receive a minimum of eight hours of ongoing training annually, including at least 2 hours 

of Responsible Vendor Training, with additional training as deemed necessary 

by the CEO. 

 



 

Module Based Training 

 

CastleRock shall employ a strategy of module-based training. Each module will cover a single topic in-
depth. 

Training modules will include: 

1. New agent orientation; 

2. Train the trainer; 

3. Monthly department meetings; 

4. Compliance, regulation, and law; 

5. Confidentiality; 

6. Safety; 

7. Security; 

8. Emergency and incident management; 

9. Inventory management and diversion prevention; 

10. Cannabis Science; 

11. Community and customer relations; 

12. Recordkeeping; 

13. Product handling and sanitation; and 

14. Transportation. 

CastleRock may develop and implement new modules as deemed necessary. Agent training will largely 

be department-focused and relevant to the operational processes each agent will follow on a daily basis. 

The Human Resources Director will reassess all modules annually to determine if updated training is 

necessary to maintain a compliant operation. 

 

Evaluation 

To achieve high standards of quality, efficiency, and compliance, the Human Resources Director shall 

evaluate the training program annually. Based on the results of this evaluation, the General Manager 

will implement any necessary changes and determine the need for re-training of staff. The Chief 



Operating Officer must approve any major training program changes. The Human Resources Director 

will solicit and record feedback on the quality and efficacy of a training module from Agents that 

received the training. Feedback may be solicited utilizing post-training group discussions, individual 

interviews, and anonymous surveys. 

 

Employee Manual 

Upon licensing and commencement of operations, all staff will undergo a mandatory training period. 

During the first day of training, an employment manual will be issued to Agents. The manual will set 

forth CastleRock policy regarding administrative matters, including terms of employment, what is 

expected of agents and procedures for discipline. Each agent must read through the manual and sign a 

contract acknowledging that they have received, read and understand CastleRock policies. 

 

SOPs 

The second stage of training focuses on cannabis operations and procedures. Training includes a 

background of commercial cannabis, identification of relevant laws, a breakdown of CastleRock’s 

structure, the roles of Agents and the Standard Operating Procedures for each phase of operation. 

Cannabis science training addresses the endocannabinoid system, clinical trial information, efficacy and 

dosing, strains and genetics, methods of use and types of products, condition management, and side 

effects. 

SOPs will provide a detailed breakdown of the duties (what), methods (how) and schedule (when) by 

which each Agent will perform the tasks of their respective positions. The Human Resources Director will 

develop a training curriculum to educate new Agents. Managers will actively train the new Agents on 

their duties and responsibilities.  At the end of the training period, the prospective Agents will be given a 

short test regarding the policies and procedures; a solid demonstration of knowledge is a prerequisite 

for employment. 

 

Additional Policies  

All current owners, managers, and employees shall complete the Responsible Vendor Program after July 
1, 2019 or when available. 



All new employees shall complete the Responsible Vendor Program within 90 days of being hired. 

Responsible Vendor Program documentation must be retained for four (4) years. 

 

Addendum 

Anticipated Positions and Their Qualifications 

 

Chief Executive Officer:  Bachelor’s Degree or higher, at least 5 years work experience. 

Chief Financial Officer: MBA, MS in Finance or CPA, at least 5 years work experience. 

Treasurer: Associate’s Degree or higher, at least 5 years work experience. 

Compliance and Human Resources Officer: Bachelor’s Degree or higher, at least 3 years work 
experience. 

Chief Cultivation Officer and Quality Assurance Director: Bachelor’s Degree or higher, in agriculture, 
horticulture or biology fields of study and 3-5 years of experience in cannabis cultivation. 

Cultivation Specialists: High School Diploma or GED, or relevant vocational training, life/work 
experience. 

 



CastleRock Agricultural Enterprises 

Personnel Policies Including Background Checks 

 

Personnel Records 

Personnel records for each employee will be maintained for at least twenty-four (24) months after 
employee separation from the company. Personnel records shall include, but not be limited to, the 
following: 
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Background Checks 
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Professional Conduct 
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offending conduct. 

 

At-Will Employment 
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employment. 

 

Compensation and Employment Practices 
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with applicable state and federal law in determining employee compensation. 
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�'���v���Œ���o�����Œ�]�š���Œ�]�����]�v���o�µ�����������µ�����š�]�}�v���}�Œ�����Æ�‰���Œ�]���v�����U���u���v�š���o�������‰�����]�š�Ç�U���‰�Z�Ç�•�]�����o�������]�o�]�š�Ç�U�����v�����Á�]�o�o�]�v�P�v���•�•���š�}��
�Á�}�Œ�l���]�v���š�Z�����•�‰�����]�(�]�������v�À�]�Œ�}�v�u���v�š�U�����v���������]�o�]�š�Ç���š�}���‰���Œ�(�}�Œ�u���š�Z�������•�•���v�š�]���o���(�µ�v���š�]�}�v�•���}�(���š�Z�����•�‰�����]�(�]�����i�}�����š�Z���Ç��
are hired for.   

���}�u�‰�o�]���v�������Á�]�š�Z���>���Á�����v�����Z���P�µ�o���š�]�}�v 

�����•�š�o���Z�}���l's written policies shall adhere to applicable federal and state laws, including but not limited 
�š�}���š�Z�����&���u�]�o�Ç�����v�����D�����]�����o���>�����À���������š�U���š�Z�������}�v�•�}�o�]�����š�������K�u�v�]���µ�•�����µ���P���š���Z�����}�v���]�o�]���š�]�}�v�������š�U���š�Z�������‹�µ���o��
���u�‰�o�}�Ç�u���v�š���K�‰�‰�}�Œ�š�µ�v�]�š�Ç�������š�U���š�Z�������u�‰�o�}�Ç�������Z���š�]�Œ���u���v�š���/�v���}�u�����^�����µ�Œ�]�š�Ç�������š�U���š�Z�������u���Œ�]�����v�•���Á�]�š�Z��



���]�•�����]�o�]�š�]���•�������š�U���õ�ï�ñ�����D�Z���ñ�ì�ì�X�ì�ì�ì�����š�X���•���‹�X�U�����v�����Á�]�š�Z���o���Á�•���‰���Œ�š���]�v�]�v�P���š�}���Z�}�o�]�����Ç�•�U���Á�}�Œ�l���Z�}�µ�Œ�•�U���‰���Œ�•�}�v���o��
time, paid time off, confidenti���o�]�š�Ç�����v�����Á�}�Œ�l�‰�o���������•���(���š�Ç�X���d�Z�������Æ�����µ�š�]�À�����u���v���P���u���v�š���š�����u���}�À���Œ�•�����•��
���}�u�‰���v�Ç�����}�u�‰�o�]���v�����U�����v�����š�Z���������K���•�Z���o�o���]�u�‰�o���u���v�š�����}�u�‰���v�Ç���‰�}�o�]���]���•�����v�����‰�Œ�}�������µ�Œ���•�X 

�t�}�Œ�l���^���Z�����µ�o���• 

�t�}�Œ�l���•���Z�����µ�o���•���•�Z���o�o���������‰���Œ�š-time or full-time. Schedules will be set and classified according to the 
�����u���v���•���}�(���š�Z�������µ�•�]�v���•�•�X�������•�š�o���Z�}���l �•�Z���o�o�������À���o�}�‰�����v�����]�u�‰�o���u���v�š���Á�}�Œ�l���•���Z�����µ�o���•���š�Z���š���‰�Œ�}�À�]������
�v�������•�•���Œ�Ç�����µ�š�Ç�����v�����‰���Œ�•�}�v�v���o�����}�À���Œ���P���X�������•�š�o���Z�}���l �•�Z���o�o�������š���Œ�u�]�v�����Á�}�Œ�l���•���Z�����µ�o���•���š�}�����v�•�µ�Œ�����������‹�µ���š����
���}�À���Œ���P�����}�v�����������]�o�Ç�������•�]�•�U�����v�����š�}�����]�u�]�v�]�•�Z���š�Z�����o�]�l���o�]�Z�}�}�����}�(�����µ�‰�o�]�����š�����•�š���(�(�]�v�P���}�Œ���}�À���Œ�š�]�u�������}�À���Œ���P���X 

�W���Œ�(�}�Œ�u���v�������Z���À�]���Á�• 

���š���o�����•�š�����v�v�µ���o�o�Ç�U�����o�o�����u�‰�o�}�Ç�����•���•�Z���o�o���Œ�������]�À�����‰���Œ�(�}�Œ�u���v�������Œ���À�]���Á�•�X�������Á�Œ�]�š�š���v���Œ���À�]���Á�U���]�v�������(�}�Œ�u��
�����š���Œ�u�]�v���������Ç���š�Z���������K�U���•�Z���o�o���������}�u�‰���v�Ç���������Z�����u�‰�o�}�Ç�������Œ���À�]���Á�X���^�µ���Z���Œ���À�]���Á���•�Z���o�o���������•�]�P�v���������Ç���šhe 
���u�‰�o�}�Ç�����U�����v�����•�Z���o�o���������Œ���š���]�v�������]�v���š�Z�����‰���Œ�•�}�v�v���o���(�]�o���•���}�(���š�Z�������}�u�‰���v�Ç�X�����•�������š���Œ�u�]�v���������Ç���š�Z���������K�U��
�Œ���À�]���Á�•���•�Z���o�o���‰�Œ�}�À�]�����������Œ�����•�}�v�����o�������À���o�µ���š�]�}�v���}�(�����u�‰�o�}�Ç�������‰���Œ�(�}�Œ�u���v�����U�����v�����u���Ç���]�v���o�µ�������•���}�Œ�]�v�P��
�u���š�Œ�]���•�U���v���Œ�Œ���š�]�À�������}�v�š���v�š�����v�����}�š�Z���Œ���‰���Œ�(�}�Œ�u���v�������u���š�Z�}���}�o�}�P�]��s. 

�s�������š�]�}�v�U���W���]�����>�����À�������v�����&���u�]�o�Ç���>�����À�����W�}�o�]���]���• 

�����•�š�o���Z�}���l �o�����À�����‰�}�o�]���]���•���Á�]�o�o�����}�u�‰�}�Œ�š���Á�]�š�Z�����o�o�����‰�‰�o�]�������o�����•�š���š�������v�����(�������Œ���o���•�š���š�µ�š���•�X�����o�o���(�µ�o�o-time 
���u�‰�o�}�Ç�����•���Á�]�o�o���Œ�������]�À�����š�Á�}���ð�ì-�Z�}�µ�Œ���Á�����l�•���}�(���‰���]�����À�������š�]�}�v�����v�v�µ���o�o�Ç�X���>�����À�����u�µ�•�š���������Œ���‹�µ���•�š���������š���o�����•�š��
two �Á�����l�•���]�v�������À���v���������v�������‰�‰�Œ�}�À���������Ç���š�Z���������K���}�Œ�������•�]�P�v�����X�������•�š�o���Z�}���l ���v�š�]���]�‰���š���•���}���•���Œ�À�]�v�P�����o�o��
�v���š�]�}�v���o���Z�}�o�]�����Ç�•�U�����v�����Á�]�o�o�����o�����š���}�v�����v�����v�v�µ���o�������•�]�•���Á�Z���š�Z���Œ���š�}���}���•���Œ�À�����•�š���š�����Z�}�o�]�����Ç�•�X 

���]�•���]�‰�o�]�v���Œ�Ç���W�}�o�]���Ç 

�����•�š�o���Z�}���l has adopted a disciplinary policy designed to �‰�Œ�}�À�]�����������P�Œ�����µ���š�������•���Œ�]���•���}�(�����}�Œ�Œ�����š�]�À����
�����š�]�}�v�•�X���d�Z�]�•���‰�}�o�]���Ç�U�������o�o�������š�Z�����^�^�š���‰�•�_���‰�}�o�]���Ç�U���]�•���]�v�š���v���������š�}���]�u�‰�Œ�}�À�������u�‰�o�}�Ç�������‰���Œ�(�}�Œ�u���v�����U���‰�Œ�}�u�}�š����
�š�Z�����u���]�v�š���v���v�������}�(���������}�Z���•�]�À�������v�����‰�Œ�}���µ���š�]�À�����Á�}�Œ�l�‰�o�������U�����v�����‰�Œ���À���v�š���Œ�����µ�Œ�Œ�]�v�P�������À���Œ�•���������Z���À�]�}�Œ�•�X���/�v��
addressing di�•���]�‰�o�]�v���Œ�Ç���u���š�š���Œ�•�U�������•�š�o���Z�}���l shall apply the steps described below: 

�^�š���‰���í�W���/�v���]�À�]���µ���o�������À�]���������v�������}�µ�v�•���o 

�����u���u�����Œ���}�(���š�Z�������Æ�����µ�š�]�À�����u���v���P���u���v�š���š�����u���•�Z���o�o���]�v���]�À�]���µ���o�o�Ç�����]�•���µ�•�•���š�Z�����•�µ���i�����š�����}�v���µ���š���Á�]�š�Z���š�Z����
���u�‰�o�}�Ç�����X���d�Z�������Æ�����µ�š�]�À�����•�Z���o�o���]�����v�š�]�(�Ç���š�Z�����}�(�(���v���]�v�P�����}�v���µ���š�U�����v�������o�����Œ�o�Ç���}�µ�š�o�]�v�������}�u�‰���v�Ç�����Æ�‰�����š���š�]�}�v�•��
for resolution. 

Step 2: Written Warning 

�t�]�š�Z�]�v���•���À���v���~�ó�•�������Ç�•���}�(���š�Z�������]�•���µ�•�•�]�}�v�������•���Œ�]���������]�v���^�š���‰���í�U���š�Z�������Æ�����µ�š�]�À�����Á�]�o�o���‰�Œ���‰���Œ�����������}���µ�u���v�š��
���Z���Œ�����š���Œ�]�Ì�]�v�P���š�Z�������]�•���µ�•�•�]�}�v�U�����v�����Á�]�o�o���‰�Œ�}�À�]�������������}�‰�Ç���}�(���š�Z�������}cument to the employee. The employee 
�Á�]�o�o���•�]�P�v���š�Z�������}���µ�u���v�š�U���������}�‰�Ç���}�(���Á�Z�]���Z�������•�š�o���Z�}���l will maintain in the personnel file. 

�^�š���‰���ï�W���&�]�v���o���t�Œ�]�š�š���v���t���Œ�v�]�v�P 

�^�Z�}�µ�o�����š�Z�����}�(�(���v���]�v�P�����}�v���µ���š���‰���Œ�•�]�•�š���}�Œ���Œ���}�����µ�Œ�U�������u���u�����Œ���}�(���š�Z�������Æ�����µ�š�]�À�����u���v���P���u���v�š���š�����u���Á�]�o�o��
prepa�Œ�����������}���µ�u���v�š�����Z���Œ�����š���Œ�]�Ì�]�v�P���š�Z�����}�(�(���v���]�v�P�����}�v���µ���š�U�����v�����Á�]�o�o���‰�Œ�}�À�]�������������}�‰�Ç���}�(���š�Z�������}���µ�u���v�š���š�}��
�š�Z�������u�‰�o�}�Ç�����X���d�Z�������}���µ�u���v�š���u���Ç���]�v���o�µ�������Á�]�š�v���•�•���•�š���š���u���v�š�•���}�Œ���Œ���(���Œ���v�������}�š�Z���Œ�����À�]�����v�����X���d�Z����
���}���µ�u���v�š���Á�]�o�o���•�š���š�����^�&�]�v���o���t���Œ�v�]�v�P�_���]�v���‰�Œ�}�u�]�v���v�š���š���Æ�š�X���d�Z�������u�‰�o�}�Ç�������Á�]ll sign the document, a copy of 



�Á�Z�]���Z�������•�š�o���Z�}���l �Á�]�o�o���u���]�v�š���]�v���]�v���š�Z�����‰���Œ�•�}�v�v���o���(�]�o���X���/�(���š�Z�������Æ�����µ�š�]�À�����(�]�v���•���š�Z�����}�(�(���v���]�v�P�����}�v���µ���š��
�‰�Œ�}���o���u���š�]���U�����]�•�Œ�µ�‰�š�]�À�������v���l�}�Œ���Z���Œ�u�(�µ�o�U���}�Œ���]�u�‰acts the health or safety of other employees, the 
���Æ�����µ�š�]�À�����u���Ç���Œ�����}�u�u���v�����š�}���š�Z���������K���š�Z���š���š�Z�������u�‰�o�}�Ç�������������Œ���u�}�À�������(�Œ�}�u���š�Z�����Á�}�Œ�l�‰�o�������X���d�Z���������K��
shall act on any such recommendation within forty-eight (48) hours. 

�^�š���‰���ð�W���d���Œ�u�]�v���š�]�}�v���}�(�����u�‰�o�}�Ç�u���v�š 

�d�Z�����o���•�š���•�š���‰���]�•���š���Œ�u�]�v���š�]�}�v���}�(�����u�‰�o�}�Ç�u���v�š�X�������•�š�o���Z�}���l �Œ���•���Œ�À���•���š�Z�����Œ�]�P�Z�š���š���Œ�u�]�v���š�����]�(�U���v�}�šwithstanding 
�š�Z�����•�š���‰�•���•���š���(�}�Œ�š�Z�������}�À���U�����u�‰�o�}�Ç���������}�v���µ���š���(���]�o�•���š�}�����}�u�‰�}�Œ�š���Á�]�š�Z�������•�š�o���Z�}���l policies and procedures. 
�����•�š�o���Z�}���l �Œ���•���Œ�À���•���š�Z�����Œ�]�P�Z�š���š�}���š���Œ�u�]�v���š�����Á�]�š�Z�}�µ�š���‰�Œ�]�}�Œ���v�}�š�]�������}�Œ�����]�•���]�‰�o�]�v���Œ�Ç�������š�]�}�v�X���d�Z���������K���u�µ�•�š��
���‰�‰�Œ�}�À�����š���Œ�u�]�v���š�]�}�v���]�v���Á�Œ�]�š�]�v�P�U���������}�‰�Ç���}�(���Á�Z�]���Z�������•�š�o���Z�}���l will maintain in the personnel file. 

�E�}�š�Z�]�v�P���]�v���š�Z�]�•���‰�}�o�]���Ç���‰�Œ�}�À�]�����•�����v�Ç�����}�v�š�Œ�����š�µ���o���Œ�]�P�Z�š�•���Œ���P���Œ���]�v�P�����u�‰�o�}�Ç���������]�•���]�‰�o�]�v�����}�Œ�����}�µ�v�•���o�]�v�P�U���v�}�Œ��
shall anything in this policy be construed as modifying or altering the at-will employment relationship 
���•�š�����o�]�•�Z�����������š�Á�����v�������•�š�o���Z�}���l and its employees. 

���}�v���µ���š���E�}�š���^�µ���i�����š���š�}���^�^�š���‰�•�_�����]�•���]�‰�o�]�v���Œ�Ç���W�}�o�]���Ç 

�/�o�o���P���o�������Z���À�]�}�Œ���]�•���v�}�š���•�µ���i�����š���š�}���š�Z�����^�^�š���‰�•�_���‰�}�o�]���Ç�U�����v�����u���Ç���������Œ���‰�}�Œ�š�������š�}���o�}�����o���o���Á�����v�(�}�Œ�����u���v�š�X��
�/�v�š�}�Æ�]�����š�]�}�v�U���‰�Z�Ç�•�]�����o���Z���Œ���•�•�u���v�š�U���•���Æ�µ���o���Z���Œ��ssment, bullying, theft, misappropriation of intellectual 
�‰�Œ�}�‰���Œ�š�Ç�����v�����o�]�l���������Z���À�]�}�Œ�•���•�Z���o�o���v�}�š���������•�µ���i�����š���š�}���š�Z�����^�^�š���‰�•�_���‰�}�o�]���Ç�����v�����u���Ç���������P�Œ�}�µ�v���•���(�}�Œ���]�u�u�����]���š����
termination. 

�����•�š�o���Z�}���l �‰�Œ�}�Z�]���]�š�•���š�Z�����µ�v���µ�š�Z�}�Œ�]�Ì�������µ�•�����}�(�����o���}�Z�}�o�]���������À���Œ���P���•���}�v���š�Z�����‰�Œ���u�]�•���•�X���&�µ�Œ�š�Z���Œ�U���]�š���]�•������
�À�]�}�o���š�]�}�v���}�(�������•�š�o���Z�}���l���‰�}�o�]���Ç���(�}�Œ�����v�Ç�}�v�����š�}���Œ���‰�}�Œ�š���š�}���Á�}�Œ�l���]�v�����v�Ç���]�u�‰���]�Œ�������}�Œ���]�v�š�}�Æ�]�����š���������}�v���]�š�]�}�v���}�Œ��
under the influence of alcohol, drugs, or illegal substances.  

 

�^���‰���Œ���š�]�}�v���}�(�����u�‰�o�}�Ç�u���v�š 

�����•���‰���Œ���š�]�v�P�����u�‰�o�}�Ç�������u���Ç�����}�v�š�����š���š�Z���������K���}�Œ���}�š�Z���Œ���•�µ�‰���Œ�À�]�•�]�v�P�����µ�š�Z�}�Œ�]�š�Ç���š�}���•���Z�����µ�o�������v�����Æ�]�š��
�]�v�š���Œ�À�]���Á�X�������•�š�o���Z�}���l �Œ���•���Œ�À���•���š�Z�����Œ�]�P�Z�š���š�}���Œ���(�µ�•�������v�Ç���•�µ���Z���]�v�š���Œ�À�]���Á�X���d�Z�����]�v�š���Œ�À�]���Á�U���]�(�����v�Ç�U���•�Z���o�o���}�����µ�Œ��
on or after the employee’s last �����Ç���}�(���Á�}�Œ�l�X 

���}�u�‰���v�Ç���W�Œ�}�‰���Œ�š�Ç 

�����•���‰���Œ���š�]�v�P�����u�‰�o�}�Ç�������u�µ�•�š���Œ���š�µ�Œ�v�����o�o�����}�u�‰���v�Ç���‰�Œ�}�‰���Œ�š�Ç�����š���š�Z�����š�]�u�����}�(���•���‰���Œ���š�]�}�v�U���]�v���o�µ���]�v�P�����µ�š���v�}�š��
�o�]�u�]�š�������š�}���µ�v�]�(�}�Œ�u�•�U�������o�o���‰�Z�}�v���•�U���l���Ç�•�U�����}�u�‰�µ�š���Œ�•�U�����v�����]�����v�š�]�(�]�����š�]�}�v�������Œ���•�X���&���]�o�µ�Œ�����š�}���Œ���š�µ�Œ�v���]�š���u�•���u���Ç��
result in deductions �(�Œ�}�u���(�]�v���o���‰���Ç���Z�����l�X�����v�����u�‰�o�}�Ç�������u���Ç���������Œ���‹�µ�]�Œ�������š�}���•�]�P�v�������Á���P�����������µ���š�]�}�v��
���µ�š�Z�}�Œ�]�Ì���š�]�}�v���(�}�Œ�u���š�}���(�����]�o�]�š���š�����š�Z�����������µ���š�]�}�v���}�(���š�Z�������}�•�š���}�(���µ�v�Œ���š�µ�Œ�v�������]�š���u�•���(�Œ�}�u���š�Z�����(�]�v���o���‰���Ç���Z�����l�X 

�d���Œ�u�]�v���š�]�}�v���}�(�����u�‰�o�}�Ç�����������v���(�]�š�• 

���v�����u�‰�o�}�Ç�������•���‰���Œ���š�]�v�P���(�Œ�}�u�������•�š�o���Z�}���l is el�]�P�]���o�����š�}���Œ�������]�À���������v���(�]�š�•�����•���o�}�v�P�����•���š�Z�������‰�‰�Œ�}�‰�Œ�]���š����
�‰�Œ�}�������µ�Œ���•�����Œ�����(�}�o�o�}�Á���������•���•�š���š�����������}�À���X���d�Á�}���Á�����l�•�[���v�}�š�]�������u�µ�•�š���������P�]�À���v�U�����v�����š�Z�������u�‰�o�}�Ç�������u�µ�•�š��
�Á�}�Œ�l���š�Z�����(�µ�o�o���š�Á�}���Á�}�Œ�l���Á�����l�•�X���������Œ�µ�������À�������š�]�}�v���o�����À�����Á�]�o�o���������‰���]�����]�v���š�Z�����o���•�š���‰���Ç���Z�����l�X���������Œ�µ�������•�]���l��
�o�����À�� �Á�]�o�o���������‰���]�����]�v���š�Z�����o���•�š���‰���Ç���Z�����l�X 

���K���Z�����,�����o�š�Z���/�v�•�µ�Œ���v���� 



�,�����o�š�Z���]�v�•�µ�Œ���v�������š���Œ�u�]�v���š���•���}�v���š�Z�����o���•�š�������Ç���}�(���š�Z�����u�}�v�š�Z���}�(�����u�‰�o�}�Ç�u���v�š�U���µ�v�o���•�•�����u�‰�o�}�Ç�������Œ���‹�µ���•�š�•��
�]�u�u�����]���š�����š���Œ�u�]�v���š�]�}�v���}�(�������v���(�]�š�•�X�������•�š�o���Z�}���l �•�Z���o�o���‰�Œ�}�À�]�������]�v�(�}�Œ�u���š�]�}�v�������}�µ�š�����u�‰�o�}�Ç�������Œ�]�P�Z�š�•���µ�v�����Œ��
�š�Z�������}�v�•�}�o�]�����š�������K�u�v�]���µ�•�����µ���P���š���Z�����}�v���]�o�]���š�]�}�v�������š���~���K���Z���•���Œ���o���š�]�À�����š�}���š�Z�������}�v�š�]�v�µ���š�]�}�v���}�(���Z�����o�š�Z��
�]�v�•�µ�Œ���v���������}�À���Œ���P�� 

 

Definitions 

Full-�d�]�u�������u�‰�o�}�Ç�����•�W ���v�Ç�����u�‰�o�}�Ç�������Á�Z�}���]�•���Œ���P�µ�o���Œ�o�Ç���•���Z�����µ�o�������š�}���Á�}�Œ�l���}�À���Œ���ï�î���Z�}�µ�Œ�•���‰���Œ���Á�����l�X 

 

Part-�d�]�u�������u�‰�o�}�Ç�����•�W  ���v�Ç�����u�‰�o�}�Ç�������Á�Z�}���]�•���Œ���P�µ�o���Œ�o�Ç���•���Z�����µ�o�������š�}���Á�}�Œ�l���(���Á���Œ���š�Z���v���ï�î���Z�}�µ�Œ�•���‰���Œ��
�Á�����l�X 

 

Equal Employment Opportunity 

�����•�š�o���Z�}���l �]�•�����v�����‹�µ���o���}�‰�‰�}�Œ�š�µ�v�]�š�Ç�����u�‰�o�}�Ç���Œ�U�����}�u�u�]�š�š�������š�}�������‰�}�o�]���Ç���}�(�����‹�µ���o���}�‰�‰�}�Œ�š�µ�v�]�š�Ç���]�v�����À���Œ�Ç�����Œ������
�}�(�����u�‰�o�}�Ç�u���v�š�������•�������}�v�����v���]�v���]�À�]���µ���o�[�•���‹�µ���o�]�(�]�����š�]�}�v�•���Á�]�š�Z�}�µ�š���Œ���P���Œ�����š�}���Œ�������U�����}�o�}�Œ�U���Œ���o�]�P�]�}�v�U���•���Æ�µ���o��
orientation, gender identity, �v���š�]�}�v���o���}�Œ�]�P�]�v�U�����P���U���u���Œ�š�]���o���}�Œ���À���š���Œ���v���•�š���š�µ�•�U���}�Œ���š�Z�����‰�Œ���•���v�������}�(�������v�}�v-�i�}����
related medical condition or handicap. 

  

Harassment Policies 

�����•�š�o���Z�}���l���Z���•�������(�µ�v�����u���v�š���o�����}�u�u�]�š�u���v�š���š�}���š�Œ�����š�]�v�P���]�š�•�����u�‰�o�}�Ç�����•���Á�]�š�Z�����]�P�v�]�š�Ç�����v�����Œ���•�‰�����š�X�����/�š���]�•���š�Z����
�‰�}�o�]���Ç���}�(�������•�š�o���Z�}���l���š�Z���š�����o�o�����u�‰�o�}�Ç�����•���•�Z�}�µ�o���������������o�����š�}�����v�i�}�Ç�������Á�}�Œ�l�����v�À�]�Œ�}�v�u���v�š���š�Z���š���]�•���(�Œ�������(�Œ�}�u�����o�o��
�(�}�Œ�u�•���}�(�����]�•���Œ�]�u�]�v���š�]�}�v�U���]�v���o�µ���]�v�P���Z���Œ���•�•�u���v�š���}�v���š�Z���������•�]�•���}�(�����P���U���Œ�������U�����}�o�}�Œ�U���•���Æ�U���v���š�]onal origin, 
�Œ���o�]�P�]�}�v�U���•���Æ�µ���o���}�Œ�]���v�š���š�]�}�v�U��gender identity,�u���Œ�]�š���o���}�Œ���À���š���Œ���v���•�š���š�µ�•���}�Œ�����]�•�����]�o�]�š�Ç�X�����,���Œ���•�•�u���v�š���]�•�������(�}�Œ�u��
�}�(���u�]�•���}�v���µ���š���š�Z���š���µ�v�����Œ�u�]�v���•���š�Z�����]�v�š���P�Œ�]�š�Ç���}�(���š�Z�������u�‰�o�}�Ç�u���v�š���Œ���o���š�]�}�v�•�Z�]�‰�X�����d�Z�]�•���]�v���o�µ�����•���À���Œ�����o���}�Œ��
physical harassment and implied a�•���Á���o�o�����•���}�À���Œ�š���š�Z�Œ�����š�•���}�(���Œ�����]���o�U�����š�Z�v�]���U���Œ���o�]�P�]�}�µ�•���}�Œ���•���Æ�µ���o���v���š�µ�Œ���X 

 

Sexual Harassment 

�����•�š�o���Z�}���l �Á�]�o�o���v�}�š���š�}�o���Œ���š�������v�Ç���(�}�Œ�u���}�(���•���Æ�µ���o���Z���Œ���•�•�u���v�š���]�v���š�Z�����Á�}�Œ�l���‰�o�������X�����^���Æ�µ���o���Z���Œ���•�•�u���v�š���]�•��
�����Z���À�]�}�Œ�����]�Œ�����š���������š�����v���]�v���]�À�]���µ���o���}�v���š�Z���������•�]�•���}�(���Z���Œ���}�Œ���Z���Œ���P���v�����Œ�����v�����]�•���}�(�(���v�•�]�À���X�����h�v�Á���o���}�u�����•���Æ�µ���o��
�����À���v�����•�U���Œ���‹�µ���•�š�•���(�}�Œ���•���Æ�µ���o���(���À�}�Œ�•�U�����v�����}�š�Z���Œ���À���Œ�����o���}�Œ���‰�Z�Ç�•�]�����o�����}�v���µ���š���}�(�������•���Æ�µ���o���v���š�µ�Œ�����Á�]�o�o���v�}�š��������
tolerated at the facility.  

 

Security and Safety 

�����•�š�o���Z�}���l���š���l���•���•���(���š�Ç���À���Œ�Ç���•���Œ�]�}�µ�•�o�Ç�X�����^���(���š�Ç���]�•���������}�o�o�����}�Œ���š�]�À�������(�(�}�Œ�š�����v�����]�•���š�Z�����Œ���•�‰�}�v�•�]���]�o�]�š�Ç���}�(�����o�o��
employees to: 



 

•  �t�}�Œ�l���•���(���o�Ç�����v�������À�}�]���������Œ���o���•�•�������Z���À�]�}�Œ�����v�����Z�}�Œ�•���‰�o���Ç�X 

•  �Z���‰�}�Œ�š���µ�v�•���(�������}�v���]�š�]�}�v�•���š�}���š�Z���]�Œ���•�µ�‰���Œ�À�]�•�}�Œ�����v�����D���]�v�š���v���v�����X 

•  ���•�l���š�Z���]�Œ���^�µ�‰���Œ�À�]�•�}�Œ���(�}�Œ���]�v�•�š�Œ�µ���š�]�}�v�������}�µ�š���Á�}�Œ�l���•���(���š�Ç�X 

•  Keep their �Á�}�Œ�l�����Œ�����•���v�����š�����v�������o�����v�X 

•  �/�u�u�����]���š���o�Ç���Œ���‰�}�Œ�š���Á�}�Œ�l���]�v�i�µ�Œ�]���•���}�Œ���]�o�o�v���•�•�X 

•  �h�•�������v�Ç���v�������•�•���Œ�Ç���•���(���š�Ç�������À�]�����•�X 

 

Enforcement of Policies 

�����•�š�o���Z�}���l�[s �‰�}�o�]���]���•�����v�����‰�Œ�}�������µ�Œ���•�U�����•�������•���Œ�]���������]�v���š�Z�]�•���,���v�����}�}�l�U�����Œ�����š�}���������u�}�v�]�š�}�Œ���������v�������v�(�}�Œ��������
���Ç���������Z�����u�‰�o�}�Ç�����[�•���•�µ�‰���Œ�À�]�•�}�Œ�X�����/�v���š�Z���������•�����}�(���������]�•�‰�µ�š���U�����À���Œ�Ç�����(�(�}�Œ�š���•�Z�}�µ�o�����������u���������š�}���Œ���•�}�o�À�����š�Z����
�]�•�•�µ�����Á�]�š�Z���š�Z�������u�‰�o�}�Ç�����[�•���•�µ�‰���Œ�À�]�•�}�Œ�X���� 

 

�����•�š�o���Z�}���l���•�Z���o�o���u���]�v�š���]�v�������•�š���(�(�]�v�P���‰�o���v�����v�����Œ�����}�Œ���•���]�v�����}�u�‰�o�]���v�������Á�]�š�Z���õ�ï�ñ�����D�Z���ñ�ì�ì�X�í�ì�ñ�~�õ�•�X 

�����•�š�o���Z�}���l���•�Z���o�o���u���]�v�š���]�v�������‰�}�o�]���Ç���(�}�Œ���š�Z�����]�u�u�����]���š�������]�•�u�]�•�•���o���}�(�����v�Ç�����P���v�š���Á�Z�}���Z���•�����]�À���Œ�š�������u���Œ�]�i�µ���v���U��
���v�P���P�������]�v���µ�v�•���(�����‰�Œ�����š�]�����•�U���}�Œ���������v�����}�v�À�]���š�������}�Œ�����v�š���Œ�����������P�µ�]�o�š�Ç���‰�o�������(�}�Œ�������(���o�}�vy charge of 
distribution of a drug to a minor. 

 



CastleRock Agricultural Enterprises Incorporated 

Record Keeping Procedures 

 

CastleRock will maintain all required records in full compliance with 935 CMR 500.105(9) 

CastleRock will demonstrate processes and procedures are being conducted as required. 

Records will be in both hard copy (printed) and electronic (digital) format. Records will be stored in a 
safe, secure location on the premises, with offsite backup for electronic records.  Access to records shall 
be restricted to CastleRock executive management team, its designees, and state and local government 
officials as needed. 

 

Hard Copy Information 

Hard Copy information will be legible, permanent and accurately reflects the actual event, condition or 
activity. 

Each entry on a record will be made by the responsible person(s) or at the time that the specific event 
occurred. 

The completed records will be signed and dated by the responsible person(s). 

 

Electronic Data 

In order to ensure the integrity and authenticity of electronically-generated monitoring data, an 
electronic recording and data storage system will: 

 

�x Be validated to ensure its accuracy, reliability and consistency 
�x Detect invalid or altered records 
�x Generate copies of records in a readable format 
�x Protect records for accurate and timely retrieval throughout their retention period 
�x Create an audit trail by independently recording the date and time of operator entries and 

actions that create or modify electronic records 
�x Record changes will be not obscure previously recorded information 
�x Limit system access to authorized and trained individuals 
�x Have a frequency of recording data at a rate that ensures any process deviations will be 

captured 
�x If the memory storage fails or is removed or reaches its maximum storage capacity, the 

electronic recorder will automatically recognize this event, log it, and trigger the necessary 
actions to preclude unsafe/unmonitored operations 

�x Have up-to-date technical documentation for the operation and maintenance of the recording 
system 



�x Be power protected to minimize the risk of data loss in the case of a power outage 
�x Transfer data to another system (if applicable) without modifying the information 

 

Record to be kept 

Personnel Records 

Personnel records including, but not limited to: job descriptions and organizational charts, applications, 
documentation of training, including participation in a Responsible Vendor Training Program, 
performance reviews and any disciplinary actions taken against an employee.  

 

Taxes Paid 

This includes documentation of all taxes paid to state and federal entities. Also, all documentation of all 
license fees paid to state and local jurisdictions, and corporate state and federal tax returns. 

 

Receipts 

All receipts from financial transactions will be kept, including, but not limited to: contributions, 
reimbursements, reasonable compensation, and expenses. Additionally, sales or transfers of marijuana 
or marijuana products, will retain the receipts, in addition to the corresponding electronic tracking 
inventory reference. 

 

Inventory Records 

CastleRock shall utilize the METRC Seed-to-Sale System to track, in real time, all marijuana throughout 
its lifecycle and through harvest, drying, trimming, curing, packaging and sale/ transfer.  Records shall be 
maintained in full compliance with 935 CMR 500.105(8) and (9) 

 

Transfer/ Transportation  Logs 

Transfer logs will include the amount and type of marijuana product transferred, the date of the 
transfer, in addition to the full name of the person(s) who are transferring and receiving the marijuana 
product.  All transported Marijuana Products shall be linked to the Seed-to-Sale SOR and all activity shall 
be video recorded and otherwise documented in compliance with 935 CMR 500.105(13) 

 

Waste Disposal 

An electronic record of marijuana waste disposal shall be maintained for at least three years in 
accordance with 935 CMR 500.105(12)(d).  



 

Other Records 

Other records that will be kept include but are not limited to: quality control and testing reports, 
maintenance/cleaning/sanitation logs, as well as a record of any inspections conducted at the facility. 
We will also always maintain a visitor log, which includes the full name of the visitor, the date and time 
and duration of the visit, as well as the reason for the visit. 

The examples provided are not exhaustive. Any other records not listed will also be maintained. 

 

Roles and responsibilities 

Financial records will be kept by the CFO. All other records will be kept by the CEO. 

 

Additional Procedures 

CastleRock shall maintain its records in accordance with generally accepted accounting principles. 

Written procedures shall be maintained as required by 935 CMR 500.105(1). 

The following personnel records shall be maintained: 

 Job descriptions for each agent; 

 A personnel record for each agent; 

 A staffing plan that will demonstrate accessible business hours and safe cultivation conditions; 

 Personnel policies and procedures; and 

 All background check reports obtained in accordance with 935 CMR 500.030. 

 

The following business records shall be maintained: 

 Assets and liabilities; 

 Monetary transactions; 

 Book of accounts; 

 Sales records; and 

 Salary and wages paid to each employee 

 



CastleRock Agricultural Enterprises Incorporated 

 Diversity Plan 

  

 Introduction 

CastleRock’s CEO and majority owner, Tom Egan, is himself a person with a disability: significant lifelong 
right hemiparesis secondary to cerebral palsy.  As such, he has himself experienced repeatedly, and 
overcome repeatedly, prejudice and unjust denial of opportunity, as other members of the five groups 
covered by this Diversity Plan endure, and strive to do every day.  Mr. Egan and the CastleRock 
management team are personally and fiercely committed to building a diverse team and an equitable 
and inclusive culture and work environment at CastleRock, and to promoting equity and inclusivity in the 
adult-use marijuana industry in Massachusetts. 

To ensure a successful Diversity Plan; one that works, and has measurable, provable outcomes, we first 
examined and acknowledged the nature of our particular operations and the local community in which 
we will operate. As a prospective Outdoor Cultivator, CastleRock will operate as a farm, using relatively 
low-tech but proven and environmentally friendly methods. We anticipate that our workforce size will 
be small relative to other operators and segments of the industry. Our labor needs will vary with the 
lifecycle of the plants and with the seasons.  Our employees, including the executive/ management staff, 
will all perform multiple “jobs”, working as a team, rather than having a single, narrowly defined “job 
description” such as “sales associate” or “production technician” as may be found in larger 
organizations.  CastleRock will be located in Barre, Massachusetts.  Barre is rural, with a small population 
dispersed over a large area.  The populace is generally older, and is culturally and ethnically 
homogenous (approximately 95% white.)  Our Diversity Plan aims to overcome these inherent obstacles. 

Purpose 

To build a strong, diverse team of employees at CastleRock, and to facilitate the full, active and 
successful participation of minorities, women, veterans, people with disabilities, and people of all 
gender identities and sexual orientations, in all aspects of the adult-use marijuana industry in 
Massachusetts. 

Goals, Methods and Metrics 

1. CastleRock will work to ensure that, within 1 year of receiving its provisional license, no less than 
50% of its total workforce will be minorities, women, veterans, people with disabilities, LGBTQIA+ 
individuals, or persons who are members of more than one of these groups simultaneously.  
Specifically, CastleRock shall strive to hire at least: 10% women, 10% minorities, 10% veterans, 10% 
people with disabilities, 10% LGBTQIA+ individuals. CastleRock shall provide documentation of its 
progress to the Commission by one year from provisional licensure. 
 

Within Barre, we will seek appropriate candidates through advertisements in the Barre Gazette 
(newspaper), local access cable TV, and our extensive local social network.  Advertisements shall 
state that CastleRock is specifically seeking female, minority, veteran, disabled and LGBTQIA+ 
employees. 



To access a much larger pool of appropriate candidates, CastleRock will also recruit extensively in 
Worcester and surrounding communities. We will engage with state and local employment 
organizations such as MassHire Worcester Career Center, and attend and present at relevant job 
fairs and marijuana industry events.  Additionally, we will recruit through print-based media and 
web-based recruitment platforms such as indeed.com, ziprecruiter.com and Leafly.com.  CastleRock 
shall advertise available positions continuously on web-based platforms and monthly in print and 
online publications.  As we engage these additional recruitment avenues, CastleRock shall state that 
it is specifically seeking female, minority, veteran, disabled and LGBTQIA+ employees.  While 
CastleRock will certainly welcome candidates from other diverse metropolitan areas such as Boston, 
Holyoke and Springfield, we choose to initially focus on Greater Worcester since it is the closest 
metropolitan area to Barre, providing the easiest commute for employees who may chose not to 
relocate to Barre. 

CastleRock will scrupulously document its recruitment efforts, and will count the number of 
individuals hired who are women, minorities, veterans, persons with disabilities, and LGBTQIA+ 
individuals.  This number will be assessed from the total number of individuals hired to ensure that 
50% of all individuals hired fall within this goal.  CastleRock shall provide that data to the Cannabis 
Control Commission on at least an annual basis.  CastleRock will internally review its efforts and 
results on a quarterly basis, amending and adjusting its recruitment program as needed to achieve 
its goals. 

Of note, CastleRock projects its executive staff to number four or five persons. Of the three 
executives currently on board, one (T. Egan) has a disability and one (Y. Egan) is female.  We are 
actively negotiating with another candidate with a disability, for an executive position, and are 
confident that at least 60% of executive staff will identify as a member of the five groups covered by 
the Diversity Plan. 

 

2. CastleRock will create a safe, accepting, inclusive, collaborative and respectful work environment. 
 
In order to ensure success, CastleRock will request that employees complete annual engagement 
surveys eliciting feedback on the work environment at CastleRock.  Executive staff will hold weekly 
“huddle” meetings with all employees to address in real time, ongoing, evolving concerns and ideas 
for improvement.  Additionally, employees will be provided a channel to provide anonymous 
feedback to the executive staff.  Employees will receive annual training to promote recognition and 
understanding of the importance of cultural sensitivity, diversity and inclusion in the workplace.  
Executive staff will participate in annual training emphasizing diversity, equity and inclusion best 
practices in recruitment outreach strategies and workplace operations.  Specific topics for annual 
training shall include, but may not be limited to: Different Aspects of Diversity, Cross-Cultural 
Awareness and Competency, Unconscious Bias, Avoiding Stereotypes, Ethics, Respect and Inclusion, 
Team Building, and Conflict Resolution.  At least 12 training sessions will be held per year (at least 1 
per month.)  100% of staff will complete the training cycle by the end of their first year of 
employment with CastleRock. 
 



CastleRock shall document all training efforts, employee satisfaction results, remediation efforts 
and results addressing any significant employee concerns, and provide that data to the Cannabis 
Control Commission on at least an annual basis.  Internally, CastleRock shall review its efforts and 
results on a quarterly basis, and adjust it plans as needed to ensure success. 

 

3. CastleRock seeks to promote and facilitate diversity, equity, and economic success for minorities, 
women, veterans, people with disabilities and people of all sexual identities and orientations, in the 
larger arena of the adult-use marijuana industry in Massachusetts, beyond the scope of 
CastleRock’s own operations.  

We the owners and executives at CastleRock have witnessed the emergence and proliferation of 
large, well-capitalized, vertically integrated operations in the adult-use marijuana industry in 
Massachusetts and elsewhere in the country.  While we recognize the validity of this business 
model, and understand that the drive for profits is central to any business endeavor, we believe 
that the legalization of adult-use marijuana in Massachusetts was driven by a common desire to 
provide new avenues for economic advancement and success to small, local entrepreneurs, 
particularly those from disenfranchised groups, to address the vast societal damage wrought by the 
“War on Drugs,” and to a lesser extent, contribute to the revitalization of local agriculture in our 
state. 

As a Tier 11 Outdoor Cultivator, CastleRock will strive to support those goals by preferentially 
seeking to supply wholesale marijuana to licensed processors and retailers owned by, and or 
employing significant numbers of minorities, women, veterans, people with disabilities and 
LGBTQIA+ individuals, with a goal of 25% of our customers meeting these criteria by the end of Year 
1 operations, and 50% by the end of Year 2.  Additionally, in meeting its own operational needs, 
CastleRock will preferentially seek to do business with contractors, suppliers and vendors owned by, 
and or employing significant numbers of minorities, women, veterans, people with disabilities and 
LGBTQIA+ individuals. 

CastleRock will track its efforts and prove its results by collecting demographic data from its 
potential and actual customers, contractors and suppliers on a rolling basis and will supply that data 
to the Cannabis Control Commission on at least an annual basis.  We will internally review our 
efforts on a quarterly basis and take steps to improve our results as needed.  

 

Acknowledgements 

CastleRock’s Diversity Plan is meant to be an evolving document, designed to guide decisions and 
practices that ensure we are able to reach our goals described above.  The Diversity Plan represents 
an initial approach to establishing a comprehensive management plan with goals and measures for 
inclusion and diversity.  The Diversity Plan will be evaluated and modified, when necessary, as 
CastleRock evolves and matures. 

 



CastleRock Agricultural Enterprises Incorporated acknowledges and is aware of, and will adhere to, 
the requirements set forth in 935 CMR 500.105(4) which provides the permitted and prohibited 
advertising, branding, marketing, and sponsorship practices of every Marijuana Establishment; and 
any actions taken, or programs instituted, will not violate the Commission’s regulations with respect 
to limitations on ownership or control or other applicable state laws. 

  

 

 

 

  




